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About this Guide

What is the Compensation Workbench?

The Compensation Workbench (CWB) is a tool used by NSPS organizations to
facilitate their sub-pay pool and pay pool panel meetings. It is a spreadsheet similar
to the one used during the pay pool panel training and mock pay pool exercises. It
contains all the functionality needed to conduct an effective pay pool. Specific
functionality includes the ability to:

e Set a pay pool budget

e Assign and reconcile ratings, shares, and payout distributions
e Assign and enforce control points

e Prorate salary increase and bonus amounts

e Distribute OAR and EPI salary increases and bonuses

e Determine a final share value

e Reconcile your distribution of salary increases and bonuses with your pay pool

budget

e Generate a summary of rating, share, and payout distribution for each pay pool
member (disabled for mocks)

Who Should Use this Guide?

This guide is for pay pool administrators, pay pool managers, pay pool panel
members, performance review authorities, sub-pay pool managers, and sub-pay pool
panel members who are responsible for using the CWB during their organization’s
pay pool panel process.

It is also intended for HR practitioners who support NSPS organizations.

How is the Guide Structured?

This guide is structured into two sections:

¢ Using the Application— this section walks you through the features of the
application and explains how to use it during your sub-pay pool and pay pool
panel meetings. In addition, this section explains the process of getting pay
pool data into the application, handling mistakes in personnel data, and
uploading the pay pool panel results into DCPDS.

¢ Relationship with Other Applications and Tools — this section describes
the spreadsheet’s relationship with the Performance Appraisal Application
(PAA), Manage Pay Pool ID (MPPID) Application, and the Share Estimation
Tool (SET).
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Introduction

Organizations will use two applications to complete the NSPS performance appraisal
and payout distribution process. The first is an online tool called the Performance
Appraisal Application (PAA), which is accessed via DCPDS Self Service. Both
employees and supervisors use the PAA to create and maintain their performance
plans. Supervisors (rating officials) also use it to enter their performance ratings. All
NSPS employees are responsible for maintaining their performance plans in the PAA
so that rating officials can enter job objective ratings and a recommended rating of
record can be calculated propetly. Use of the PAA is optional for the mock pay pool
process. Employees will not be able to see the rating official’s assessment or

recommended ratings at any time. Any ratings entered for purposes of the mock in
the PAA will be purged on August 15, 2007.

The second application is the Compensation Workbench (CWB). The CWB imports
a data file from DCPDS containing pay pool employees’ personnel information as of
the date it is downloaded, (e.g., name, employee 1D, pay pool ID, occupational
series, pay band, etc.), as well as recommended average ratings and ratings of record
from the PAA. The pay pool panel will then use CWB to reconcile performance
ratings, shares, and payout distributions. The results of this reconciliation process
will then be uploaded into DCPDS. This information will then be used to create the
pay transactions that will be effective the first full pay period in January 2009. This
downloading and uploading process will be accomplished via a special DCPDS
interface accessible by designated HR practitioners, pay pool managers, or pay pool
administrators. The complete process is summarized in the graphic below. The
upload feature is disabled in the mock version of the CWB.

f"-——-—_

Step 1

HR Prof, PP Admin, or PP
Manager downloads pay pool data
from special DCPDS interface

Disabled for Mocks
Step 5

HR professional uploads pay pool
data into DCPDS staging tables

Pay Pool P
) ay Pool
Download File Upload File

(b peelimiedieztlile) (pipe-delimited text fils)

Step 2 Disabled for Mocks
Pay pool data is imported Step 4
into the CWB spreadshest Pay pool administrator exports the

pay pool data out of the spreadsheet

and transfers the data to HR

CWB professional
Spreadsheet
Step 3

Pay pool completes its pay pool
panel meetings using spreadsheet

Figure 1 - Data Upload and Download Process
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Using the Application

Overview

The CWB contains eight worksheets and nearly 50 macros that provide the
application with advanced functionality. Each worksheet is described in detail in this
guide. A custom toolbar appears at the top of each worksheet. The 14 custom
buttons are described in the table below. Except for Import and Export, all the
buttons are only used in the Pay Pool Panel worksheet.

i8] Fle Edt ¥ew Insert Format Tools Daka  Window  LiveMsetng  Help Type aquestionforhelp = o @ X

N EE R SIS RS E]s E

ENAte 2 R T | g;m ul0 g BIE==8 % o st mo - A B

iy Impert s Expert | 902 Hide 307 Unbide (2 unhide Al | SEHide S7 untide 5 Unhide Al | R Clear Al Fikers | 4 ) sart | S5 validate | =4 Clear Circles | 0| Delete Row | 2 Highlight !

Toolbar Item

i) Import

'+iq Export

ola Hide

e rhide

=| Unhide &l

=¥ Hide

Description

Import
Use import to load a data file into the workbook.

Export
Use export to create a data file for uploading the results to
DCPDS.

Hide Column

The user may hide columns from view by selecting any cell in
the columns to be hidden and then hitting this button. Single
columns are selected from any cell in the column. Multiple
columns are selected by holding down the <Ctr]> key while
selecting any cells in the columns. A range of columns is
hidden by selecting and dragging across any row of cells in the

range of columns. The first two columns (A and B) cannot be
hidden.

Unhide Column

Selecting this button will unhide columns you have just hidden
as long as you have not moved the cursor. You can also unhide a
specific column or range of columns by highlighting cells in
the columns on either side of the hidden column or range of
columns, and then hitting this button.

Unhide All Columns
This button restotes to view all hidden columns.

Hide Row
The user may hide rows from view by selecting any cell in the
row or rows to be hidden and then hitting this button. A
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Toolbar Item

éI Lnhide

#Y Unhide Al

‘%, Clear All Filkers

‘»E ,|, Sork

Description

single row is selected from any cell in the row. Multiple rows
are selected by holding down the <Ctt]> key while highlighting
any cells in the rows. A range of rows is selected from any
column of cells, then dragging them up or down.

Unhide Row

Selecting this button will unhide rows you have just hidden as
long as you have not moved the cursor. You can also unhide a
specific row or range of rows by highlighting cells in the rows
on either side of the hidden rows or range of rows, and then
hitting this button.

Unhide All Rows
This button restores to view all hidden rows.

Clear All Filters

Each column heading contains a filter arrow for the column.
Selecting on the filter arrow brings up a list of all of the values
in the column, plus the following other choices: All, Top 10,
Custom, Blanks, and Non-Blanks. The user can limit which
rows are displayed by filtering on specific values in one or
more columns. For example, the display could be limited to
only YA-3 employees by filtering on “YA” in column G and
“3” in column H. When a filter is active, the filter arrow turns
blue. A filter may be de-activated by selecting “All” under the
filter choices. Blanks and Non-Blanks may also be used for
filtering. For example, to identify employees who do not yet
have shares assigned, select “Blanks” in the filter for the shares
column. The “Top 10 choice displays the ten highest values
in a column — it can only be used with numerical data. The
“Custom” choice allows the user to design more complex filter
criteria.

The Clear All Filters button clears all filters you have set,
including filters on worksheets other than the one you are
currently on. You cannot import data into the workbook with
filters set, so any time you select the “Import” link on the
custom toolbar, all filters are automatically cleared.

Sort

Allows the user to sort the rows in the worksheet by any
combination of up to three columns. Sorts may be in either
ascending or descending order. The sorts are specified using
the standard Excel sort function. Make sure to note the letters
of the columns you want to sort on, because the column
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Toolbar Item  Description

headings cannot be included in the sort range.

H validate Validate

- Checks the internal consistency of data entered in the
worksheet and circles inconsistent entries in red. For example,
a share assignment outside the range allowed for a given rating.
You cannot run validation while rows or columns are hidden
ot filters are set — if you do, you will get a warning message
reminding you to unhide all columns and rows and clear all
filters before running the validation macro.

=4 Clear Circles Clear Circles
After selecting on the “Validate” button and correcting any
highlighted inconsistencies, this button removes all red circles.

) Delete Row Delete Row
— Removes a row (employee) from the spreadsheet.

¥ Highlight Highlight
- This button allows you to change the background color of any
selected cell or range of cells. To remove the highlighting,
select the cell or range of cells again, select the highlight
button, and choose the white background.

Where do | get CWB?

The CWB is available on the NSPS Readiness Tool (https://macbeth.cpms.osd.mil).
It can be found in the Document Library in the I'T and Data Systems folder.

Opening the Spreadsheet and Enabling Macros

Each time you open the spreadsheet, the macros inside must be enabled for the
spreadsheet to operate properly. In most cases, when you open the spreadsheet you
will receive a security warning like the one that appears in the screen shot on the next
page. To enable the macros, simply select Enable Macros, and the spreadsheet will
open and operate normally.
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Type a question for help

Security Warning

"F\CWBYUser Guide and TraininglCompensation_tWorkbench_w1,00.xs"
contains macros,

Macros may conkain viruses, It is usually safe to disable macros, but if the
macros are legitimate, you might lose some Functionality,

I Disable Macros i [ Enable Macros ] [ More Infa

Ready M

If the security setting in Excel is set to either High or Very High, Excel automatically
disables the macros in the spreadsheet. You can recognize this because 1) you are
not prompted to enable the macros in the spreadsheet, and 2) the spreadsheet is not

operating propetly (e.g., links are non-responsive, the tool-bar does not appear). If
this occurs, do the following:

e Open Excel

From the Tools Menu, select Macro = Security

Change the security level to Medium

Close Excel

Reopen the spreadsheet

Select Enable Macros when prompted
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Instructions Worksheet

The Instructions Worksheet contains step-by-step instructions on the use of the

application.

E Microsoft Excel - Compensation Workbench_2007Mock1. 2.xls

id] Ble Edt Wew Inwsert Format Toos Data  Window  LiveMeeting  Help

RR=R" BERE NI NE S - N WS

s 0 - B T |=
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Type a question for help

} Bl Import g Export | 999 Hide 307 Unhide (£ Unhide All | &% Hide ST Unhide [T Unhide All | ' Clear Al Filters |

4 | sort | 55 validate | 25 Clear Circles | A Delete Row

Al - 3
Alel ¢ [ o T E [ F [T & [T H T 1T T o T K [ L M P [ @ [ R S =
1
12| CNSPS Compensation Workbench (CWB) Definitions
3 version: 2007 Mack 1.2
| Contrel Point: A contral point
This application will help NSPS organizations conduct the NSPS pay pool process. It is designed to look and may be used to manage salary
[ 4] function much the same as the spreadsheet used during the pay pool management training, cost growth through a pay band
[ 5 | Ifthe employee's pay is less
How to use this spreadsheet: than the control paint and the
| B | pay increase will take the pay
Step 1:  lmport your pay pool's data into the spreadsheet. Remember that your data file must be in the above the control point, the
sarmne folder as the spreadsheet. The spreadsheet will then import your data and display a employee's pay will be capped
confirmation messaige when complete at the control point if the "allow
L7 | over contral point” flag is set to
Step 2:  Enter your pay pool's funding parameters, hare estimate, and method of distributing salary "na". Up to twa control paints
increases (dollar or percentage) on the Funding workshest. You can switch distribution methods can be set for each pay band on
at any time. On the funding warkshest you can also choose to hide the columns for proration, the contral point warkshest
contral points, andfor ERFOAR if your pay pool does not use those fields. To hide columns
"uncheck" the appropriate box. To show columns "check” the appropriate box. EPI: An employee must have a
| 8 | rating of 5 to be eligible for an
Step 3:  Enter your pay pool's contral points in the Control Points workshest (if your pay pool uses control Extraordinary Pay Increase
points). You can enter one or two control points per pay schedule and pay band. Each control (EPD in the farm of either a
point is entered as a salary within the pay hand. If you enter twa control paints for a single band, salary increase or a banus. An
the spreadsheet will automatically apply the correct one based on the employee's salary EPI salary increase cannot take
the employee's pay above the
Far example, your pay pool could create a control point for YA:3 at $100,000. If a YA-3 top of the band. Funding for the
employee's salary is brought up to $100 000 as a result of their performance payout, a decision EPlis separate from the pay
must be made to allow that employee's salary to cross the control point. If the decision is made pool funding.
nat to allow the employee's salary to cross $100,000, then any remaining performance payout will
carryover to bonus. If a VA3 employes's salary is already over $100,000 before applying any OAR: An employes must have a
pedormance payout, then the contral point would not apply. rating of at least 3 to be eligible
far an Organizational/Team
The default control points in this spreadsheet are $0, or no control points. You can also edit each Achievement Recognition (OAR)
employee’s control point in column AG in the Pay Pool Panel worksheet in the form of either a salary
increase or a honus. An OAR v
W 4 » ]\ Instructions / Funding £ Control Points 4 Surmmary / Rating Charts { 5|< |

Read: ()

Importing Data into the Spreadsheet

Data can be imported from the DCPDS data file and other pay pool spreadsheets.
How you do your import depends on whether or not you have sub-pay pools, and
whether or not you want to create separate spreadsheets for each of those sub-pools.

(1) Single Spreadsheet Import

If you only need a single spreadsheet to conduct your pay pool panel process —
meaning you do not have any sub-pools or you do not want to create different
spreadsheets for your sub-pools — the import process is conducted as follows:

1. Open the spreadsheet, and select Enable Macros.
2. Select the Import button on the custom menu bar.

3. InStep 1 of the import form, select pay pool data from: DCPDS then select
continue.

4. Select the name of the file you want to import (it must be same folder on
your computer as the spreadsheet itself), and select gper.

5. Select the employees you want to import (most likely all employees if this is
your first import), and select the zzport selected.

6. The spreadsheet will then import the selected employees.

7. Select "Yes" when you receive a confirmation saying Data successfully imported.
Would you like to save the spreadsheet?
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Select the employees you want to import Save the spreadsheet

(2) Multiple Spreadsheets Import

If you are using multiple spreadsheets to conduct your pay pool panel process —
meaning you have sub-pools and want to create different spreadsheets for your sub-
pools — the import process is conducted as follows:

To populate each sub-pool spreadsheet:

1.

2
3.
4

Open a spreadsheet, and select Enable Macros.
Select the Import button on the custom menu bar.
In Step 1 of the import form, select pay pool data from DCPDS then continue.

Select the name of the file you want to import (it must be same folder on
your computer as the spreadsheet itself), and select gper.

Select the employees you want to import (only the employees in that sub-
pool), and select the import selected.

The spreadsheet will then import the selected employees.

Select "Yes" when you receive a confirmation saying Data successfully imported.
Would you like to save the spreadsheet?

Repeat the process with a new spreadsheet for each additional sub-pool. Itis
recommended that you name each of your sub-pool spreadsheet files
meaningfully, to include the name/number of each sub-pool and the date.

10
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To combine each sub-pool spreadsheet to create an entire pay pool:
1. Open a new spreadsheet, and select Enable Macros.
2. Select the Import button on the custom menu bar.

3. In Step 1 of the import form, select pay pool data from sub-panel spreadsheet(s),
then select continue.

4. Select the names of the sub-pool spreadsheet file(s) you want to import (the
spreadsheets must be same folder on your computer as the new spreadsheet),
and select gpen.

5. The spreadsheet will then import the employees.

6. Select "Yes"” when you receive a confirmation saying Data successfully imported.
Would you like to save the spreadsheet?
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Save the spreadsheet

If you discover a mistake in the personnel data (pay band, occupational series, etc.)
or need to add an employee that was not included in your original download, do the
following:

1. Get the updated download file sent to you by your HR practitioner.
2. Open the spreadsheet, and select Enable Macros.

3. Select the Import button on the custom menu bar.
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In Step 1 of the import form, select pay pool data from DCPDS then select
continue.

Select the name of the file you want to import (it must be same folder on
your computer as the spreadsheet itself), and select gpen.

Select ONLY those employee(s) you need to add or correct (most likely all
employees if this is your first import), and select the zmport selected.
IMPORTANT - if the employee is already in the spreadsheet, when you re-
import their data you will lose any rating, shares, and payout information that
has been entered so far. Therefore, please record that information before
you import.

The spreadsheet will then import the selected employees.

Select "Yes" when you receive a confirmation saying Data successfully imported.
Would you like to save the spreadsheet?
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Funding Worksheet

The Funding Worksheet is used to enter pay pool funding levels, enter a share
estimate, select a share value used in the pay pool calculations, and select the method
to assign the salary increase portion of the performance payout.

Pay Pool Funding Elements

Enter your pay pool’s percentage funding levels in each of the yellow cells
corresponding to each of the funding elements.

12
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17
1]
19 | Pay Pool Fund 3.0000% $265,992
0
21
=
23 Select Share Value:
E3
_%Ei_ " Estimated 2.0000%
g & Calculated 1.1358%
30|  Final 0.0000%
Ell
2
| 33| Assign Salary Increase:
|34
35 © Dollar Amount & Percentage
E3
7| 3
W v Instructions % Funding . Control Points EEARae e, Surmmary 4 Rating Charts { 5] < |
Read! MUM

Enter and Select a Share Value

You can select which share value is used in the spreadsheet at any time. The share
value estimate is entered in the yellow cell next to Estimated, and a final share value
is entered next to Final. The Calculated share value will automatically be calculated
in the CWB. Using the calculated share value will ensure the pay pool allocates its

entire pay pool budget.
21
23| Select Share Value:
2]
_%'E_ & Estimated 1.8000%
E " Calculated 0.0000%
30 " Final 2.0000%
3
[ =7

Both the calculated share value and the share value currently used to calculate the

employees’ performance payouts are displayed in cells V2 and V4 respectively in the

Pay Pool Panel worksheet.

CWB Version for 2007 Mock Pay Pools — April 2007
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Assign Salary Increase Method

You can distribute the performance salary increases as either a dollar amount or a
percentage of the performance payout. You can change between methods at any
time. When you select Dollar Amount, the Salary Increase (§) column in the
spreadsheet turns yellow, indicating you can edit the values in that column. When
you select Percentage, the Salary Increase Split (%) column turns yellow, indicating
you can edit the values in that column.

Assign Salary Increase:

" Dollar Amount = Parcentage

dow  Live Meeting Help dow  Live Meeting Help

e - ] @] i.qrial e - ] @] i.qrial
IHide 7 Unhide HS Unhide all | & Clear Al Filkers | IHide 7 Unhide HS Unhide all | & Clear Al Filkers |
x| Y z | » | ¥ z [
Increase Increase
Remaining GPI Remaining GPI
Salary Funding Salary Funding
Increase Bonus Increase Bonus
Pool Funding Pool Funding

CY2006 Salary Salary CY2006 Salary Salary
Base Salary | Increase Increase Base Salary | Increase Increase
%) Split (%) %) Split (%)
E [ =] E [ =]
$81,960 F2,951 30.0% $81,960 F2.951 30.0%
§76,904 §id,305 90.0% §76,904 §id,302 90.0%
$33,456 F2,004 20.0% $33,456 F2,004 20.0%
§35,743 $3,231 80.0% §35,743 $3,231 80.0%
§27 423 31,689 77 0% §27 423 31,659 77 0%
§65,419 34,375 80.0% §65,419 34,375 80.0%
$57,423 $:3,594 80.0% $57,423 $:3,594 80.0%
42,079 2,693 80.0% 42,079 2,693 80.0%
$20,496 $3,863 80.0% $20,496 $3,863 80.0%
§35 496 31,155 50.0% §35 496 31,155 50.0%
$93,479 31,570 20.0% $93,479 $1,570 20.0%
$42 633 $1,364 80.0% $42 633 $1,364 80.0%
§30,847 33,633 100.0% §30,847 33,633 100.0%
$36 624 31,171 80.0% $36 624 31,171 80.0%
§76,907 F2,461 80.0% §76,907 F2,461 80.0%
$70,492 $1,530 29.0% $70,492 $1,530 29.0%
§33,263 $2,624 80.0% §33,263 $2,624 80.0%
$80,506 §2 576 80.0% $80,506 §2 576 80.0%
$93,424 3,516 100.0% $93,424 3,516 100.0%

ay Pool Panel / Summary 4 Rating Charts £ ¢
OR
Distribute by Percentage Distribute by Dollar Amount

ay Pool Panel / Summary /4 Rating Charts £ ¢
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Automatically Hiding Sections of the Pay Pool Panel Worksheet

You can automatically hide some of the lesser used sections of the pay pool panel
worksheet from the funding worksheet. To hide proration, control points, and/or
the EPI/OAR sections, uncheck the appropriate checkbox. When you uncheck a
box, the corresponding columns in the pay pool panel worksheet are hidden. A
warning message will confirm that you want to continue and remind you that any
data contained in the sections to be hidden will be deleted. To unhide columns, re-
check the appropriate check box.

E3 Microsoft Excel - Compensation Workbench_2007Mock1. 2.xls

@_] Fle Edit ‘Yiew Insert Format Tools [Data  Window  Live Mesting  Help

TRV PEVE T NEV A A e e B 210 o B I]== =l o
Elﬂ_,]lmport “iaExport | 90° Hide 3¢ Unhide =] unhide &l | &% Hide %1 Unhide B Unhide All | % Claar &l Fikers | % | Sort | 'S5 validate | %}CIear Cin
Al - ~
A 8] c | D El F T & o 1+ JJKLIm[ N JofP
1 1
| 2 Pay Pool Fund $ = Pay Pool Fund % * Total Base Salary Go To:
|3 = 3.000% " $0 Instructions
% - 0 Cortrol Paints
1 Pay Pool Funding Elements: Py Ponl ey
% B $ ¥ Use Proration
10| Pay Pool Fund = Salary Increase [Elerment 1) | 2.0000% 0 ¥ Use Control Points
11 ¥ Use EPI/OAR
1 12 | + Remaining GPI (Element 2) | 0.0000% $0
|14 | Total Salary Fund 2.0000% $0
15
|16 | + Bonus (Element 3) 1.0000% 0
17
18]
|19 Pay Pool Fund 3.0000% 0
el
[ 21]

Control Point Worksheet

The Control Point Worksheet allows you to set two control points per pay
schedule and pay band and then apply those control points across a pay pool. Enter
the desired control point(s) in the yellow cells corresponding to the pay schedules
and pay bands (you don’t have to enter control points for every pay band). If you
only have one control point for a band, use the first control point column. If you
enter two control points, the second control point must be larger than the first. This
will apply the appropriate control point for each employee in the pay pool based on
their pay schedule and pay band. If the pay bands don’t have control points, the
control point column for those employees will be blank.

If you use control points, it is advised that you set the value of column Al (Allow
Over Control Point?) to “No” as a default. This will enable the Max Salary Increase
Split (%) to key on the control point. Control points can be assigned to individual
employees on the Pay Pool Panel worksheet. This will overwrite a control point set
by the Control Point worksheet. To reassign a control point from the Control
Point worksheet, use the Reset Control Points button on the Pay Pool Panel
worksheet. The Reset Control Points button will replace any individual control
points you may have set in the Pay Pool Panel worksheet.
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EJ Microsoft Excel - Compensation Workbench_2007Mock1.2.xls h_2007Mock1. 2.xls

E_] File Edit ‘Wew Insert Format Tools Data  Window  Live Meeting  Help Data Window  Live Meeting Help
RN = W V= NN - RecR e A= L B e x5 =B 2
Elﬂ_;]lmnort g Export | 802 Hide 30<Unhide [£2]unhide All | &% Hide r};li Unhide BE$ Unhide All | ide All | &3 Hide %{ Unhide i Unhids all | & Clear All Fiters | 4 | 5o
AZ - A VAL

A [ B T ¢ ] D [ E [ AF | AG | AH Al p
1 Pay Schedule ini { Corntrol Point One_Control Point Two Pay Pool Fund
2 Y a $25 523 $61 063 Base Salary Increase 2.0000% 177 328
3 a2 $38,524 $57,039 Remaining GPI 0.0000% $0
4 g 75679 27 03 $90 000 $110,000 Total Salary Funding 2.0000% $177,.328) 1M
5 = $16,530 37 4790 Bonus 1.0000% 588,664 100
B vE2 §31 740 3§55 580 Total Pay Pool Funding 3.0000% $265,992| 2.9¢
7 vE3 46,374 §73,194 60,000
8 vl $31,740 361,088 Reset Contral Points
9 ve2 56,301 $107 391
10 ve3 §79,115)  $127,031 90,000 110,000
11 ¥Irl §25,623 F61 065 Hew Base | Control Point | Hit Control Allow Over |Maxf
12 Yoz $38,824 $57,039 Salary Point? Control 3
13 vD3 575,579 127031 $90,000 $110,000 (computed) Eoits
14 YEl 16,630 37,130 [~] [~] [-] [~]
15 vE2 31,740 55,580
16 vE3 46,374 §73,194 578,039 30 Lo $EZ
17 YE4 83,309 87,039 934,185 30 Lo 5
18 5 S Sele $100,025 110,000 Mo Mo vz

i ! 7

19 V2 56,301 107 391 75,000 538,811 30 L2 == 5t
20 YF3 $75,878  $127,081 Sh il S0 ko =ty
21 G2 36,445 $175,000 378,099 30 e il
2 vGa $111,870  $22s5,000 ST 1101000 Lo kB 2z
23 HI $25523 $E1 068 B2 5 %0 Lo Ci
24 vhe s30024]  $102540 94,342 $110,000 Mo Mo $12
25 wH3 f7aa7a]  H27 0 719 Ei Mo 87
% Wi 16,630 37130 88,436 30 No 587
27 iz §31,740 55,580 i A0 30 No 2
2 i3 46,974 §73,194 F37,047 0 MNo 61
=] 0 ol Seloe: $102,623 110,000 Mo Mo 12
En ] S0 SiDoei $36,721 $110,000 Mo Mo 12
| o S 31,223 30,000 Yes Mo 12
32 4 $101,700) 200,000 $§i'2§: $E E” $2;
33 VK1 $25,623 361,068 $51 '734 $0 N” $57
34 K2 36,624 87,039 351, 3 e Ll
E3 K3 §75,79]  $127.031 88,950 30 Mo 87
W« » wy Instructions  Funding % Control Points JEETNa= st 0=, Summary 4 R: Inints % Pay Pool Panel / Surmary { Rating Charts £ 5[4
Read

Pay Pool Panel Worksheet

The Pay Pool Panel Worksheet has 59 columns. Yellow cells can be edited but
white cells are protected and cannot be changed. The spreadsheet information flows
left to right." Unused columns can be hidden using the hide feature in the custom
menu bar.

Eligibility and Specially Situated Employees (Modal Ratings)

You can select from three types of eligibility that are offered for each employee. The
first is whether an employee is eligible for a performance rating. Although most of
the employees in your pay pool will be eligible for a rating, some employees may not
be eligible. For example, an employee who was hired from outside DoD into an
NSPS organization on September 20, 2007, would not be eligible for a rating. When
employees are not eligible to be rated, the value in column L (Rated?) should be
changed to “No.”

The second type of eligibility is whether an employee’s salary is included in the pay
pool. There may be special circumstances when an employee’s salary should not be
included in the pay pool. In these cases, the value in column M (Include Salary in
Pay Pool?) should be changed to “No.”

! Working from right to left can cause problems in the spreadsheet. For example, changing a rating after the
number of shares has been set causes a mismatch. Avoid working from right to left and use the validate
function on the tool bar often to check for mismatches.
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The final type of eligibility is whether an employee is eligible to receive a
performance payout. Most employees who are eligible for a rating are also eligible
for a performance payout, but there are some special circumstances when this is not
the case. For example, an employee who retires after the end of the appraisal period,
but before the payout would not be eligible to receive a payout. In such situations,
the value in column N (Payout Eligible?) should be changed to “No.”

Modal ratings and payouts are not part of the functionality provided in CWB.
Therefore, specially situated employees who receive a modal rating and payout, as
defined in DoD NSPS Implementing Issuances (SC 1940 Appendix 1), should not
be included in the spreadsheet and must be handled manually.

Ratings

The data downloaded from DPCDS will include both an average score and a
recommended rating of record. This information is populated into columns S and T
respectively. The average score is provided for information only and has no
formulaic relationship to the rating iz the spreadsheet. 1f a rating is changed, the
average score will NOT automatically change. Only ratings of 1, 2, 3, 4, or 5 may be
entered into column T.

Shares

The number of shares an employee receives is contained in column U. The share
range available for each employee corresponds to the rating for that employee
(column T). For example, if an employee receives a rating of 3, only 1 or 2 shares
can be assigned.

Payout Distribution

Payout distribution, or the payout split between base salary increase and bonus, is
controlled by the base salary increase amount entered into columns Y and Z. Once a
salary increase amount is calculated, the remainder of the performance payout is
automatically distributed as bonus. The amount of salary increase can either be
entered as a dollar amount or as a percentage of the performance payout. You can
choose which method on the Funding worksheet. By default, 100% of the payout
split goes to bonus.

Proration

Performance salary increases and bonuses can be prorated. By entering a proration
percentage in column AB, the employee’s salary increase will be prorated by that
percentage. The resulting salary increase is displayed in column AC. When a
percentage is entered into AX, the employee’s bonus is prorated by that percentage.
The resulting bonus is displayed in column AY.

The salary increase and bonus funds that are prorated cannot be redistributed to the
pay pool.
EPI and OAR

Extraordinary Pay Increases (EPI) and Organizational/Team Achievement
Recognition (OAR) in the form of base salaty increases and/or bonuses can be
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distributed in the spreadsheet using columns AD, AE, AZ, and BA. The aggregate
amounts distributed in the form of EPIs and OARs are calculated and displayed at
the top of the spreadsheet between columns AG and AJ. Funds used for EPI and
OAR are not part of the pay pool funds. Employees must have a rating of 5 to be
eligible for an EPI, and a rating of 3 to be eligible for an OAR.

Validating Data

One of the most important features of the spreadsheet is the Validate button
contained in the custom menu bar. When you select the validate button, the data is
checked and problems are circled in red. The validate feature checks for such errors
as rating and share mismatch, and missing share values. A red marker appears over
each column where an error occurs. When you correct the problem and validate
again, the circle and marker disappear. You should validate your data often!

3 Microsoft Excel - Compensation Workbench v1.0 {.59).xls

@_] Eile Edit Wiew Insert Format  Tools Data  Window  Live Mesting  Help Type aquestion forhelp = o @ X
NN BERE IR A NN A RN R N =N - L] 20 slBlE==ls oot oo s B
: FjImport <33 Export | 92 Hide 20F Unhide || Unhide All | 2t Hide &1 Unhide BT Unkide All | & Clear All Fikers | £ | Sort | 55 validate | =5 Clear Gircles | A0 Delete Row | 2 Highlight !

Al - A GoTo
A B R [ s [ 17 [ v [ v [ x| Z [ an [ AR A

1 [coTo: 1 Pay Pool Fund
' 2 [ Fundn Calc Share Value = %
i Ralings and Shares Baze Salary Increase 20000%

4 Share Value Used= 1.8000% Remaining GPI 0.0000%
——| salary Increase N )
| 5| {Estimated) Salary Total Salary Funding 2.0000%
| g |Bons Increase Bonus 1.0000%
17| Employees: 125 Total Pay Pool Funding 3.0000%
| 8 | Total CY06 Base Pay: Invalid

9 8,866,403 Avgr Avg: Balance:

10 Invalid Cells Found 3.38 300 183,482

LastHame | First Hame [[CTICEM Average | Rating | Shares |Performance CY2006 Salary Salary Max Salary | Pro-Rate
Score Payout Base Salary | Increase | Increase Increase Salary
h ) Split %) Split (%) | Increase (%)

i &l - 1 F GG - B[ = &l =

13 | Adams Jeremiah 350 3 & 6,305 76,304 50 0.0% 100.00%

14 | adine Shane 4.00 4 4 $2,406 $33,425 $0 0.0% 100.00%
i Agila Thomas 3.450 3 2 $3,520 $37 504 0 0.0% 100.00%

16 |allen Harold 350 8 30 $38,247 $0 0.0% 0.00%
|17 |amaya Cyrthia 300 3 2 51,613 44,513 50 0.0% 100.00%

18 | anderton Wichael 300 3 2 $2,788 $76,904 $0 0.0% 100.00%

19 |arie Josiah 425 4 3 5,047 93,479 30 0.0% 100.00%

20 |avery Frank 475 5 & $4,413 40,864 0 0.0% 100.00%

21 |Bacchus Leonard 325 3 2 ¥33M $93.651 $0 0.0% 100.00%
2 Barton Teri 300 3 2 #1682 46,729 0 0.0% 100.00%

23 |Bearly Janet 300 3 2 $2,410 $66,965 0 0.0% 100.00%
A Bethune Thomas 4.00 4 4 $8,129 $112,303 0 0.0% 100.00%

25 |Blakenship [l 300 3 2 1,314 $36,508 0 0.0% 100.00%

26 |Bloam Shelton 3.00 3 2 $3540 101,130 0 0.0% 100.00%

27 |Bradshaw Mason 300 3 2 §3,408 $94 676 0 0.0% 100.00%

28 [Brown Darlene £.00 3 & 9,434 $87,354 30 0.0% 100.00%

29 |Bums Jacok 300 3 2 $810 $22,519 50 0.0% 100.00%

30 |Burroughs Janice 300 3 2 $2,265 $62,935 $0 0.0% 100.00%
l Carter Marie 373 4 4 $3,645 $30,643 0 0.0% 100.00%

32 |casey Jeft 300 3 2 $2,485 $68,475 0 0.0% 100.00% 3
1« v Wl Instructions { Funding £ Control Points ' Pay Pool Panel { Summary /{ Rating Charts { S [< | 5
Read! UM
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Determining a Final Share Value

Once every employee has received a rating and share assignment, a final share value
can be determined. In the screen shot below, you can see that this pay pool
estimated their share value to be 1.8000% and the calculated share value turned out
to be 1.5254%. You can also see that this pay pool has over spent its budget by
about $46,000 because the share estimate was greater than the calculated share value.

Microsoft Excel - Compensation Workbench 1.0 (.59).xls EI[EI[‘XI

E_] Fle Edit %ew Insert Format Tools Data  Window  Live Mesting  Help Type aquestion forhelp = 2 @ X
N EERA O SR FE 6 E B 0 o8 i [ e 2t Bl =[E= s % L-o-A-B
{ HInpart (<33 Export | U Hide 0% Unhide Z5{Unhidz All | &% Hide &7 Unhide IS Unhide All | i Clear All Fikers | % | sort | B4 validate | 24 Clear Gircles | % Delete Row | o Highlight l
RatingsSection = f Ratings and Shares
A B R [ 8 [ T [ U v [ w v I [ AA | AB A
L1 |soTe: Pay Pool Fund
L2 Funding Cale Share Value = %
13 | otings and Shares Base Salary Increase 2.0000%
g | Pehaesndshas Share Value Used= Remaining G| 0.0000%
—{ Salary Increase o iy )
L5 | L (Estimated) Salary Total Salary Funding 2.0000%
5| Bonus and = Bonus 1.0000%
17| Employees: 125 [k Total Pay Pool Funding 3.0000%
| & | Total CY06 Base Pay:
19 | 3,366,103 Avg: Avg: Balance:
10 | 3.38 196 (346 852)
Lastllame | Firstlame [T FR) Average | Rating | Shares |Performance CY2006 Salary Salary Max Salary | Pro-Rate
Score Payout Base Salary | Increase | Increase Increase Salary
] @) Split (%) Split (%) |Increase (%)
i & - oG G G - oG o & G
13 |Farmer Jewel 1.00 1 i 30 $40,994 §0 0.0% 0.00%
| 14 |Peske Mark 2,00 2 i} 0 $43,201 0 0.0% 0.00%
15 |Smith Paula 200 2 i 30 $31 922 0 0.0% 0.00%
| 16 |&dams Jeremiah 350 3 z 52,768 76,904 50 0.0% 100.00%
17 |agia Thomas 350 3 2 $3.520 $97.504 $0 0.0% 100.00%
| 18 |anen Harald 350 3 2 1,376 $38,247 50 0.0% 100.00%
19 |amaya Cyrthia 300 3 2 $1613 $44.813 $0 0.0% 100.00%
20 |Anderton Michael 3.00 3 2 2,768 $76,904 50 0.0% 100.00%
21 |Bacchus Leonard 325 3 2 §3,371 $53,651 50 0.0% 100.00%
22 |Barton Teri 3.00 3 2 1,682 $46,729 $0 0.0% 100.00%
23 |Bearly Janet 3.00 8 2 52410 56,965 50 0.0% 100.00%
24 |Biakenship [l 300 3 2 $1.314 $36,505 $0 0.0% 100.00%
25 |Bloam Shetton 3.00 3 z 3,640 $101,130 50 0.0% 100.00%
26 |Bradshaw Mason 300 3 2 $3,408 $94 676 $0 0.0% 100.00%
27 |Burns Jacoh 3.00 3 2 3310 $22,519 50 0.0% 100.00%
28 |Burroughs Janice 300 3 2 $2,265 $62,935 0 0.0% 100.00%
29 |casey Jeft 3.00 3 2 $2.485 $E8.475 0 0.0% 100.00%
30 |Cooper Georgs 3.00 8 1 1,542 385,594 50 0.0% 100.00%
31 |crawiord Hassan 300 3 1 1,162 64,585 $0 0.0% 100.00%
32 |Crawley Elizabeth 3.00 3 1 51,384 76,904 50 0.0% 100.00% 7
<4 v wh Instructions A Funding / Control Points Y Pay Pool Panel /' Surmary { Rating Charts / 5[« | 3
Read, NUM

In order to spend its entire budget, the pay pool should calculate the performance
payouts based upon the calculated share value. To do this, go to the Funding
worksheet and switch the share value from Estimated to Calculated.

| £< |

_2_3'_ Select Share Value:

25

_%E_ " Estimated 1.8000%

2 *iCalculated: 1.5254%

[

30 " Final 2.0000%
3

e

The pay pool has spent its entire budget.
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B3 Microsoft Excel - Compensation Workbench v1.0 (.59).xls

=)

A RERE = AN NP NEEN - R A R

Eile  Edit  Wiew

Insett  Format  Tools  Data  Window

Live Meeting  Help

< @ !gm

Type aquestion for help [+ _

25 = BJEE|=]8$ % o

540

: FjImport <33 Export | 92 Hide 20F Unhide || Unhide All | 2t Hide &1 Unhide BT Unkide All | & Clear All Fikers | £ | Sort | 55 validate | =5 Clear Gircles | A0 Delete Row | 2 Highlight !

T22 - A3
A B R s 1T [ u [ v [ x| Z [ an [ AR A
| T [coTo: Pay Pool Fund
| 2 | ryndin Calc Share Value = %
i Ralings and Shares Baze Salary Increase 20000%
4 Share Value Used= 1.5254% Remaining GPI 0.0000%
—=—| Salary Increase i . )
| 5 | Eatinus (Estimated) Salary Total Salary Funding 2.0000%
g | Bons and Increase Bonws  1.0000%
7 Employees: 125 [Rkabs Total Pay Pool Funding __ 3.0000%
| 8 | Total CV06 Base Pay:
=N 48,866,403 Avgr Avg: Balance:
10 3.38 196 $797
LastHame | Firstlame [[CTICEM Average | Rating | Shares |Performance CY2006 Salary Salary Max Salary | Pro-Rate
Score Payout Base Salary | Increase | Increase Increase Salary
h ) Split %) Split (%) | Increase (%)
i &l - 1 F GG - B - - =
13 |Farmer Jevvel 1.00 1 i 0 40,354 50 0.0% 0.00%
14 |Peake Mark 200 2 1] %0 $43,201 0 0.0% 0.00%
15 |Smith PaLls 200 2 a 0 $31,922 0 0.0% 0.00%
16 |adams Jeremiah 350 3 2 $2,346 $76,904 $0 0.0% 100.00%
|17 |&gila Thomas 350 3 2 $2,983 $97 504 0 0.0% 100.00%
15 |allen Harold 350 3 2 1,166 $38,247 $0 0.0% 100.00%
19 |amaya Cyrthia 300 3 2 1,367 44,513 0 0.0% 100.00%
20 | Andertan Michae! 300 3 2 $2,346 $76,304 0 0.0% 100.00%
21 |Bacchus Leonard 325 3 2 $2,357 $93.651 §0 0.0% 100.00%
| 22 |Barton Teri 300 3 v 2 1,425 46,729 0 0.0% 100.00%
23 |Bearly Janet 300 3 2 $2,042 $66,965 0 0.0% 100.00%
| 24 |Blskenship il 300 3 2 1,113 $36,506 0 0.0% 100.00%
25 |Bloom Shettan 300 3 2 3,085 $101,130 $0 0.0% 100.00%
26 |Bradshaw Mason 300 3 2 $2,386 $94 676 0 0.0% 100.00%
27 |Bums Jacok 300 3 2 687 $22,519 0 0.0% 100.00%
28 |Burroughs Janice 3400 3 2 1,920 62,935 0 0.0% 100.00%
29 |casey Jett 300 3 2 $2,089 66,475 50 0.0% 100.00%
30 |Cooper George 300 3 1 1,307 $85,654 $0 0.0% 100.00%
3 |Crawiard Hassan 300 3 1 3985 64,585 0 0.0% 100.00%
32 |Crawley Elizabeth 300 3 1 1,173 $76,904 0 0.0% 100.00% 3
1« v Wl Instructions { Funding £ Control Points ' Pay Pool Panel { Summary /{ Rating Charts { S [< 5
Ready MU

Reconciling Payout Distributions with Pay Pool Budget

When you use the calculated share value, it ensures that the sum of your

performance payouts equals your total pay pool budget. However, it does not
guarantee that the funds allocated for base salary increases stay within with your
salary increase budget. In the example below, this pay pool has under spent its
salary increase budget by about $32,000. Its salary increase budget was 2.0% and it
has allocated only 1.6%. To correct this situation, the pay pool must reallocate
bonus to salary.

bench ¥1.0 [.59).xls

wls  Data  Window  Live Meeting  Help
REEREERas A RN e - L
Z|Unhide all | &% Hide %I Unhide HS Unhide all | & Clear all Fikers | 4 | sort | 55 validate | ‘ﬁclear Circles | #

g

-

7 | 28 | AR | AC AD | AE | AF
Pay Pool Fund Funids Allocated Based on Share Estimate
Yo % % % Surplus Deficit
Baze Salary Increase 2.0000%: F177 328 !
Remaining GPI 0.0000%: F0 |
Total Salary Funding 2.0000% $177,328|  1.6329% $144,783 $32,545
Bonus 1.0000%, 35 664  1.35831% 120412 (531 ,748)
Total Pay Pool Funding J.0000% $265,992| 2.9910% $265,195 $797
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Pay Pool Panel Worksheet Column Descriptions

The Pay Pool Panel Worksheet contains 59 columns. Only columns/cells that are
yellow can be modified by the user. Other cells contain data that is either populated
from DCPDS or calculated in the spreadsheet. Every column has an auto filter. The
table below describes the columns.

Column Source

A

DCPDS

DCPDS

DCPDS

DCPDS

DCPDS

User Input

DCPDS

DCPDS

DCPDS

Description

Last Name
Employee’s last name.

First Name
Employee’s first name.

Employee ID
Employee’s unique identifier assigned by DCPDS.

Appraisal ID
Employee’s unique appraisal identifier assigned by
Performance Appraisal Application.

Pay Pool ID
Pay Pool’s unique identifier.

Wildcard

First of five open columns available for use. The
cells in this column are not protected and can be
used to hold data or equations.

Pay Schedule

Employee’s NSPS Pay Schedule. A set of related pay
bands for a specified category of employees within a
career group. There are typically four pay schedules
(it varies by career group): Professional/Analytical,
Technician/Support, Supetrvisor/Manager, and
Student.

Pay Band

Employee’s NSPS Pay Band. Pay bands combine a
range of work into discrete levels. NSPS pay system
establishes a pay range for each pay band, with a
minimum and a maximum pay rate.

Occ Code
Numeric designator that replaces the occupational
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Column Source

K

DCPDS

DCPDS

User Input

User Input

User Input

DCPDS

Description

series established by OPM in the title 5 classification
system. Each code represents a specific type of work
(for example, 0110 Economist; 1410 Librarian, 0893
Chemical Engineer).

CY2007 Base Salary
Employee’s base salary as of the end of the rating
cycle.

Retained Pay

A “Yes” in this column indicates the employee’s base
salary is greater than the maximum for their pay
band. The employee is not eligible for performance,
EPI, or OAR salary increases, but may receive
bonuses.

Rated?
Enables the user to select whether or not an
employee should be rated.

The default value is “Yes.”

Include Salary in Pay Pool?
A “No” in this column removes an employee’s salary
from the pay pool.

The default value is “Yes.”

Payout Eligible?
A “No” in this column makes an employee ineligible
for a performance payout, EPI, or OAR.

The default value is “Yes.”

Rating Official

Name of the rating official that issued the employee’s
recommended rating of record in the Performance
Appraisal Application.

A Rating Official is a management representative,
usually the immediate supervisor, who is approved by
the pay pool manager to evaluate and assess
employee performance and recommend a rating of
record for review by the pay pool panel.

22
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Column Source

P DCPDS

Q n/a

R User Input
S User Input
T User Input
U User Input

Description

Sub-Panel Manager
Name of the sub-panel manager who oversees the
sub-panel to which the employee belongs.

Ratings and Shares
Marks the beginning of the ratings and shares section
of the spreadsheet.

Wildcard 2

Second of five open columns available for use. The
cells in this column are not protected and can be
used to hold data or equations.

Average Score

The average of the employee’s adjusted objective
ratings. This value is carried to two decimal places
(e.g., 3.75).

Rating (Rating of Record)
The rounded average of the adjusted ratings for each
objective (see rounding rules below).

Rounding Rules for the Rating of Record:

If the average score is greater than x.50, then the
rating of record is calculated by rounding up to the
next whole numbet.

If the average score is less than or equal to x.50, then

the rating of record is calculated by rounding down
to the whole number.

Recingiumd] || L

Descriptor
5 Role Model
4 Exceeds Expectations
3 Valued Performer
2 Fair
1 Unacceptable
Shares
Rating of Share Range Available for
Record Assignment
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Column Source

Vv Calculated
W n/a

X DCPDS

Y User Input
Z User Input
AA Calculated

Description
5 50r6
4 3or4
3 1 or2
2 0
1 0

Performance Payout $

An employee’s performance payout is calculated by
multiplying the employee’s base salary at the end of
the appraisal period (column | or pay band max if on
retained pay) by the number of shares earned by the
employee (column U) by the share value (cell V4).

Salary Increase
Marks the beginning of the salary increase section of
the spreadsheet.

CY2007 Base Salary
Employee’s base salary as of the end of the rating
cycle.

Salary Increase ($)

The performance salary increase dollar amount. This
value must be between 0 and the performance
payout amount.

Salary increase split can either be distributed as a
dollar amount or as a percentage of the performance
payout. A toggle switch is provided on the Funding
worksheet to switch between the two methods.

Salary Increase Split (%)
The percentage of the performance payout
distributed as salary increase. See Max Salary Increase

Split (%) below.

Salary increase split can either be distributed as a
dollar amount or as a percentage of the performance
payout. A toggle switch is provided on the Funding
wotrksheet to switch between the two methods.

Max Salary Increase Split (%)
Maximum salary increase percentage the employee
can receive based on a control point or pay band

24
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Column Source

AB

AC

AD

AE

AF

User Input

Calculated

User Input

User Input

Calculated

Description
maximum.

If a control point is entered for the employee, and
the Allow Over Control Point (column Al) is “No,”
then Max Salary Increase Split (%) is based on the
control point.

If a control point is entered for the employee, and
the Allow Over Control Point (column Al is “Yes,”
then Max Salary Increase Split (%) is based on the
Max for Pay Band.

Pro-Rate Salary Increase (%)
The percentage by which the employee’s
performance salary increase is pro-rated.

Pro-Rated Salary Increase ($)

The resulting pro-rated salary increase amount. For
example, if an employee’s salary increase was $2,000
and the pro-ration percent was 50%, then the pro-
rated salary increase would be $1,000.

b

EPI Salary ($)

The dollar amount of the extraordinary pay increase
(EPI) salary increase. This amount is limited by
control points and/or the maximum for a pay band.

Employees must have a rating of 5 to be eligible for
an EPIL.

OAR Salary ($)

The dollar amount of the Organizational/Team
Achievement Recognition (OAR) salary increase.
This amount is limited by control points and/or the
maximum for a pay band.

Employees must have a rating of 3 or greater to be
eligible for an OAR.

New Base Salary (Computed)

The employee’s new base salary after adding in the
performance salary increase, EPI, and OAR, but
before enforcing control points or the maximum for

a pay band.
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Column Source

AG

AH

Al

AJ

AK

AL

AM

AN

AO

User Input

Calculated

User Input

Calculated

Calculated

Calculated

Calculated

Calculated

Calculated

Description

Control Point

The salary used as a control point for the employee.
Control points can be manually entered for each
employee, or can be applied by pay schedule and pay
band by using the Control Point worksheet.

Hit Control Point?
A “Yes” indicates the employee has reached the
entered control point.

Allow Over Control Point?
If “Yes” is selected, the employee’s salary is allowed
to pass over the control point salary.

If “No” is selected, the employee’s salary is capped at
the control point salary, and any remaining salary
increase is rolled over as carryover [bonus]. The
carryover amount is displayed in column AT.

Max for Pay Band
The maximum base salary for the employee’s pay
schedule and pay band.

Hit Max for Band?
A “Yes” indicates the employee has reached the
maximum for the employee’s pay band.

Performance Salary Increase ($)

The final performance salary increase after the
control point and pay band maximum rules are
enforced.

EPI ($)

The final EPI salary increase amount after the
control point and pay band maximum rules are
enforced.

OAR ($)
The final OAR salary increase amount after the
control point and pay band maximum rules are
enforced.

Final Base Salary Increase ($)
The sum of the final performance salary increase,

26
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Column Source

AP

AQ

AR

AS

AT

AU

AV

AW

AX

Calculated

Calculated

User Input

n/a

Calculated

Calculated

Calculated

Calculated

User Input

Description
EPI salary increase, and OAR salary increase.

2008 Base Salary

The employee’s new base salary after adding their
final performance salary increase, EPI salary increase,
and OAR salary increase to their base salary.

The sum of columns X and AO.

New Salary in Relation to Pay Band Max
The § amount the employee’s salary is below the
maximum of their pay band.

The difference between columns AJ and AP.

Wildcard 3

Third of five open columns available for use. The
cells in this column are not protected and can be
used to hold data or equations.

Bonus
Marks the beginning of the bonus section of the
spreadsheet.

Carryover ($)
Any funds that were intended to be given as a salary
increase, but could not because of a pay cap.

Bonus ($)

The performance bonus dollar amount. This amount
is the difference between the entire performance
payout and the amount of the payout distributed as
salary increase.

Carryover + Bonus ($)
The sum of Carryover (§) and Bonus (§).

Bonus Split
The split of the performance payout distributed as
bonus.

Pro-Rate Bonus (%)
The percentage by which the employee’s
performance bonus increase is pro-rated.
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Column Source

AY

AZ

BA

BB

BC

BD

BE

BF

BG

Calculated

Calculated

Calculated

Calculated

Calculated

Calculated

Calculated

User Input

User Input

Description

Pro-Rated Bonus ($)

The resulting pro-rated bonus amount. For example,
if an employee’s performance bonus was $1,000, and
the pro-ration percent was 50%, then the pro-rated
bonus would be $500.

EPI Bonus ($)
The dollar amount of the extraordinary pay increase
(EPI) bonus.

Employees must have a rating of 5 to be eligible for
an EPIL

OAR Bonus ($)
The dollar amount of the Organizational/Team
Achievement Recognition (OAR) bonus.

Employees must have a rating of 3 or greater to be
eligible for an OAR.

Performance Bonus ($)
The final performance bonus.

EPI Bonus ($)
The final EPI bonus.

OAR Bonus ($)
The final OAR bonus.

Total Bonus ($)
The sum of the final performance bonus, EPI bonus,
and OAR bonus.

Wildcard 4

Fourth of five open columns available for use. The
cells in this column are not protected and can be
used to hold data or equations.

Wildcard 5

Last of five open columns available for use. The
cells in this column are not protected and can be
used to hold data or equations.
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Summary Worksheet

The Summary worksheet displays the average rating, average shares, number of
employees, number of employees already rated, and number of employees who have
been assigned shares for each rating official and sub-pool. If you want to view data
for portions of your pay pool, set a filter on the Pay Pool Panel worksheet to select
the group of employees and then click the Refresh Rater List button.
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Rating Charts

The rating charts provide a bar chart showing the rating distribution of the pay pool.
The top chart shows the count of employees receiving each rating, and the bottom
chart shows the percentage distribution. Charts are for pay pool use only. Do not
release without pay pool manager approval.
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Shares Charts

The rating charts provide a bar chart showing the shares distribution of the pay pool.
The top chart shows the count of employees receiving each number of shares, and
the bottom chart shows the percentage distribution. Charts are for pay pool use
only. Do not release without pay pool manager approval.
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Combo Chart

The combo chart provides a bar chart showing the percentage of employees in each
pay band that received each rating or share. For example, the below chart shows
that 75% of YA-3s received a 3 rating, 19% received a 4, and 6% received a 5. You
can select a different pay schedule, and view either rating or share distribution in the
chart options menu. Pay schedules that do not exist in your pay pool will be grayed
out. Charts are for pay pool use only. Do not release without pay pool manager
approval.
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Certifying Data

Once your pay pool data has been finalized and you are ready to upload the data into
DCPDS, your pay pool manager must first certify that the data is final and correct.
By selecting the certify results checkbox on the Instructions worksheet, the pay
pool manager is certifying that these conditions are true. The spreadsheet also
performs a last validation when you certify your data.
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Exporting Data out of the Spreadsheet (Disabled for Mock)

To export the data out of the spreadsheet, select the Export button on the custom

menu. Save the file onto your computer. The file can now be uploaded to DCPDS.
The file name will be in the format “first 10 characters of the pay pool ID” + “date”
+ “export” (i.e., navyOlnsps31DEC2007export.txt).
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Generating Employee Notices (Disabled for Mock)

An addendum to the DD2906 form can be printed from the Instructions
Worksheet (step 8). Before generating the forms, you can use the filters on the Pay
Pool Panel Worksheet to select the set of employees for whom you want forms.
You can also use the sort button to place the employees in the order you want the
forms generated. Forms are generated in batches of 40.
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5 Employee Name: Shannan Singletary
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7 Pay Pool ID Number: ArmySmMOSs55-Ferguson
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9 Performance Cycle End Date: 10/31i20086
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1 Number of Shares Awarded: 13
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13 Final Share Value (%) 1.1290%
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Relationship with Other Applications and Tools

Relationship with the Performance Appraisal Application
(PAA)

Organizations will use two applications to complete the NSPS performance appraisal
and payout distribution process. The first is an online tool called the Performance
Appraisal Application (PAA), which is accessed via DCPDS Self Service. It is used
by employees and supervisors to create and maintain their performance plans, and
used by supervisors (rating officials) to enter performance ratings. All NSPS
employees should have performance plans in place in the PAA so that rating officials
can enter job objective ratings and a recommended rating of record can be calculated
properly. Use of the PAA is optional for the mock pay pool process. Employees
will not be able to see the rating official’s assessment or recommended ratings at any
time. Any ratings entered for purposes of the mock in the PAA will be automatically
purged on August 15, 2007.

Relationship with the Manage Pay Pool ID (MPPID)
Application

Since pay pool data will be extracted from and uploaded to DCPDS based on
MPPID, it is required that your pay pool hierarchy, including sub-pay pools, be
created and current using the Manage Pay Pool ID application. The MPPID
application is currently available via self-service for pay pool administrators. The
MPPID User Guide is available on the NSPS Readiness Tool.

Relationship with the Share Estimation Tool (SET)

The data file downloaded from DCPDS can also be used to populate the SET. The
SET is available on the NSPS Readiness Tool.
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